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Dr. Edwin E. Lamberth
Regional Research and

'\ Development CoorAinator
Research Coordinating Unit
Building'307, 11th Avenue
Smyrna, Tennessee 37167

Dear Dr. Lamberth:

August 15, 197,4
\\:\

\

The enclosed documefit constitutes an effort to follow-up the-1970
through 1973 graduates, of the Vocational Office Education program at
Springfield High,School., I hope that the information contained herein
meets with ycur approval.\

The mini-Grantexeenses incurred while researchingthis study were:
.

.PToposed Expended

Personnel $280.00 $191.50

Travel 40.00 37.20

Supplies and Materials 80.00 113.72

Communications 100.00 157.58

Total. $500.00 $500.00

.

If there are anyquestions regarding this matter, please do 'not hesitate
to contact me.

Sincerely,

Mrs. Rosa Anne Henry
VOE Instructor
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PREFACE

Strong communication between the school. and the business comMunitir

is essential for an effective Vocational Office Education program. A

follow -up study of VOE graduates should strengthen the communication

process.

The writer wishes to thank the following persons and organizations

for their contributions to this study:

---The 1973"and 1974 senior VOE students for typewriting, dupli-
cating, and clerical work

Nell Murphy for her diligenffort in contacting and
interviewing employers and grad

---Mr. Joe L. Morris, Principal, Sprite field High Sthool, and
Mr. W. H. Howse, Superintendent, Robertson County Schools,,for
their cooperation with the study

----gibe Tennessee Research Coordinating Unit and the Tennessee
Division of Vooattonal-Technital Education for funding the
project

- --Dr. Edwin E. Lamberth, RCU Research and Development Coordi-
nator, for invaluable assistance in planning and executing
the study

---Mr. Richard E. Davis, Specialist in VOE, for his interest
in and encouragement of the project

---The memberS of the Springfield High Sdholiopusiness faculty
for their cooperation and encouragement

- --The VOE graduates and employers for their sincere responses
to the questionnaires and interviews.
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ABSTRACT

The objectives .of the study were: (1) To survey the 1970'through

1973 graduates.of the Springfield High School-Vocational Office Education

program to determine,the specific tasks they'perforted on their jobs, the

skills" and knowledges required, and education and training needed; (2) To

survey employers of these graduates for the purpose of identifying weak-

nesses and deficiencies in skills, knowledges, and attitudes; (3) To

evaluate the utilization of vocational office education training' received .

at Springfield High Shool; and (4) To evaluate findings,of'theproject

and make recommendations for consideration in curriculum'planning:

An introductory letter with a questionnaire was sent to each of the

106 graduates for the four-year period. If there was no response from'the

graduate within four weeks, a follow-up phone call or letter was utilized.

Eighty-five graduates, or 8.6 percent, returned usable questionnaires.

After the graduate replied that she was, currently, engaged in office

work, a letter ekplainin4,the study and requesting the completion of a

questionnaire was personally delivered or mailed to her employer. The

employer answered the questionnaire auring an interview with the follow-

up staff member or mailed the information to the ,researcher. Follow-up

visits, and phone calls were made if,the questionnaire was not returned
. 1

within, three weeks. Fifty-one employers were ,o0ntacted, and forty-two

or 82 percent, completed the questionnaire.

Fifty one, or 60 percent, of the graduates who responded w

presently' employed in.office wor)c related to their VOE training.

or 9 percent, of those responding were employed in work not dire

iii
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related to their VOE training; seven, or 8 percent, were attending college

with five, or 6 percent, majoring in business and two, or 2 percent pursu-
4

ing other majors. SiX of the graduates, or 7 percent, were seeking employ-

" Ilk
went; and thirteen, Or 15 percent, indicated that they were not interested

in employment at the present time. Five of the, thirteen who indicated that

they were 'currently not interested in employment had previously held office

jobs for an of 1.65 years. The chief reagonsg'given for not be,g.

interested in employment were marriage and pregnancy. ,

/

Thirty-seven, or 72 percent, of the 51 graduates present/y'employed

in office work felt that the business and VOE training they'r,eeceived in

high school adequately prepared them for their first jobs; and only Ox,

or 12 percent., felt that the training did not adequately prepare them.
r

Four, 9 percent, said that the training partially prepared them for

their itial employment.

The VOE graduates were rated by their present emPlOY ers on a four--

point scale (1-excellent; 2-good, 3-fair, and 4-poor). The average rating

7 for personality traits was 1.81; for personal appearance, 1.66; and for

skills and knowledge, 2.11. The mean rating for all personal character-

istics, skills, and knowledge was.1.90,/or very good.

''It was recommended that the existing VOE program at Springfield

High School be continued and that follow-up studies be continued each

year in order*to continuously evaluate and upgrade the program. It was

also recommended that the currently enrolled VOE students participate in

conducting these surveys.



1

INTRODUCTION

A survey of graduates of a vocational educa4on program and of their

employers is vital to evaluation of the program and to.the planning for

future programs

This follow-up study of the Vocational Office Education program at

Springfield High School was undertaken for the purpose of evaluating the

present program and using the informatiqp gained to-improve the future

program.
S.

STATEMENT OF PROBLEM

Does'the preseritbusiness and vocational office education - curriculums

at Springfield High School provide the graduate with the edUcation and

skills training that will enable her to secure initial employment, to be-
.

come a well-adjusted and productive citizen, and to advance) in the Chosen

vocation?

The aim of this follow-up study was to determine if and to what ex-

;tent the knowledges, skills, afid attitudes presently taught were utilized

by recent graduates on the job and to pinpoint weaknesses and deficien-

cies exhibited by these former students. Hopefully, the findings of this

/ study will strengthen the office education program at Springfield High

School.

1
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RATIONALE

`4/

The business department at Springfield High School is continuously

striving to design a curriculum 'which will adequately meet the vocational

needs of its students and the employment needs of the community. Recently,
,

courses have been added and d&riculum chaziges have been effected. How-
,

ever, there-existed the need for objectively examining the curent curric-

ulum to determine if additional changes were warranted.

Fourteen girls were scheduled in a'three -hour Office Practice block

and twenty-five girls were enrolled in a one-hour Typewriting II class in

the school year 1969 -1970. in 1.970-1971:two three-hour Office_eractice

blocks were scheduled with the hope that a " ocational Office Education

program would be approved by the Tennessee Department of Education. The

program was approved in'March of/1971, and presently consists of two

three-hour blocks; one combination stenogtaphic clerical and clerical

block.

Although there is not a-funded junior program at ringfield High 1

. .4 .
School, Shorthand I and Business English re scheduled:con utively %

7
i

an effort to coordinate instructional activities. It is hoped that the

junior program will be initiated anckapprwed in the future.

OBJECTIVES

The objectives of this study were:
r

1. To survey Springfield High School Vocational Office Educa-
tion graduates of 1970,'1971, 1972, and 1973 for the
purpoSe of termining tasks performed on their jobs, skillsle
and knowledg require& and education and training needed.

2. To survey employers of the graduates for the purpose of
identifying weaknesses and deficiencies in Anis, knowl-

, edges, and attitudes. '' .



3. To evaluate the utilization of Vocational Office Education
training received at Springfield. High School.

4. To evaluate findings of the project and to make recommenda-
tions for consideration when planning the future office
education curriculum.

METHODOLOGY

A ketter explaining thestudy was sent to each of the 106 graduates

of the VOE program. (Appendix A) The graduate was requested to complete

a questionnaire! (Appendix B) A follow-up.phone call was made, or a

letter wag sent to the graduate who did not respond within'ficur weeks.

(Appendix C) Additional follow:-upcontacts, usually by phone, were made .

if necessary: The graduates were not surprised to receive these letters

and questionnaires because follow-up studies were discussed,with them

when they were in school. Eighty -five graduates, or 80 percent, corn-_
pleted the questionnaires.

A letter (Appendix D) explaining the study and requesting the 040111r-

pletion of a questionnaire (Appendix,E) was sent to each employer of

the responding graduate who was currently 'Imployed in office work. The

questionnaire was personally delivered by.the follow-up staff member to

most of the 51 employers in the Robertson County and Metropolitan Nash-

ville area. Fewer than 8 percent of the questionnaires were in. led.

The employer answered the questionnaire during an interview with

the follow-up staff member or returned it by mail. Follow-4 visits and

phone calls were made if the questionnaire was not returned within three

weeks. Forty-two employers, or 82percent,"retarned usable question-
)

naires.

One follow-up staff member (a local lady with former office work
,de

experience) was hired for the project. The 1972-73 and 1973-74 VOE.

4t,
3



students;. did tie typing4and duplicating of letters and questionnaires,

assisted with ling and phone contacts, and other clerical work.
N\

INTERPRETATION OF DATA
I

Graduates' Responses'

Eighty-five graduates, or.80 percent, completed the questionnaire.

All of the graduates were females. They were asked to indicate their pres-

ent status by checking if they were permanently employed, temporarily

employed, ing employment, not interested in employment, or attending
:

school. If_employed, the graduates were asked to indicate their job

titles and descriptions; and if attending school, their majors.

sponses were:

Present Status Number Percent

The.re-

Permanently employed in office work 51 60.01
,c7

Not interested in employment 13 15.29

Perthanentl;employed 0 non-office work 8 , 9.41 .

Attending'school:

Business major 5 5.88

Other major 2 2.35

Seekitg employment j 6 7.06 i

.85 100.00

ity-60e, or 60 per ent of the graduates who responded w re cur-

1c7ed in officework related to their VOE training. Only eight,

or.9 percent, of 'those responding wbie employed in work not directly related

, to their office educati n training. Sev4n, or 8, percent, were attending

college with five; or 6 percent, majoring ih business; and two, or 2 per-
4

cent; pursuing other college majors. Three of the college students stated

that they were d1iplol4d in part -time offibe, jobs and had worked during

4



their entire post-secondary training. Six, or 7 percent, of the,graduates

were seeking employment; ana thirteen, or 15 percent, indicated that they

were not interested in employment at the present time, Five of those not

interested in employment had previously held office jobs for an average

of 1.65 years. The chief reasons given for not being interested in employ-

ment were marriage and pregnancy.

Responses by the 51 graduates who were currently employed in office

work to the question, "Did the business and VOE training yoti recei7d in

high school adequately prepare you for your first job?", were:

Responses ,pumber Percent

Yes 37* 72

No 6 hY 12

SoMewhat 4 8

No 'PaSponse 4 8

Total 51 100

Thirty-seven, or 72 percent, stated that the VOE training adequately

prepared them for their first jobs. Six, or 12.percent, indicated that

the training did not adequately prepare,them for initial employment. Four,

or 8 percent, indicated that the training partially prepared them for

employment.

When asked, "Did your VOE training prepare you, for your-employment

tests?", the answers given by the 51 graduates,were:

Responses Number OPercent

Yes 32, 62

Did not take .test
-- interview only 11 22

Somewhat 3 6



Responses,' .Number -Percent

No .0
2 '. 4

NoResporise 3 6

Total ' 51 100

Th1x'ty- t`eoo, or 62 percent, or the graduates indicated that the train-
!.;0

ing.piepared thentheir mployment-tests. Only two
y ,

.-)

that the training did not prepare them. Thrs, or 6 percent, indicated

that they were omtwh at prepared. However, 'leven graduates, or 22 per-

sponded.

cent, did not takelemplbyment tests but were hired based'on interviews

only.

0
Tie graduates were asked to scribe their employment tests. They

'indicated that the following types ofemployment tests were taken:
.

Typesof, Tests Number Percent

Written Clerical Tests .27 53

6 o

. -
5-Minute Straight Cqpy' 27 53

Statistical Copy 21 41

.10-Minute Striight Copy '14 27

JoughLbraft copy '9 18

Shorthand Dictation:

80 WPM
4".

12
...;

90 WPM
61.

.A0

roo*pm, 2 4

Speed Not indicated 1. 2

Did not Lake employment. test :11 . 22.

No Response. 4

4

6

A

A

.1 3



The most frequently encountered tests were written clerfcalJive-
'

n$iute- straight copy typing, statistical copy typing, ten-minute straight.mn
. '"`

, 4
oPPY tYP thand dictation, and rough-draft copy typing.

.
. .

'Six, x 1i percent,Iof the graduates indicated th%at shorthand dicta-

tion speeds were at 80 WPM; two each indicated tests' at 90 pm and 100,WPM.
.-,., .,

. .

t Eleven, or 22 percent, of the girls stated that they did not take a formal
, .

employment test. The graduates offered three suggestions for better pre-

paring future students far employment test; They were .to take practice

or sample tests and stress vocabulary and spelling-.

The graduates who had held one Or more positions were asked to indl-

cate how long they had been employed in their present piior, and previous
.2..

positions. Their responses were:

Months
- Employed

Present
Position

-Prior
Position

Previous
Position

(Number) (Number) (Number)

'1- 6 11 8 4

7-12 19 5

13-18. 7 1 1

19-24 9

25-30 2

31-36, 2 It Y 1

7-42 1

The graduates were asked to list major tasks performed on present

and prior jobs. They responded 'as'follows:

7
1 4-
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Tasks performed Present Jabs

(Number)

Prior Jobs
.

r
(Number) (Percent) (Percent)

Filing 18 : .35 8 16

,Typing 16 31 8 16
0

. 'Bookkeeping
k

13 25 3
.

6

Telephoning 9 18 10

Mailing and Mail 8 16 .
7 14

. .Receptionist Duties 7 14 4 8 ..

Processing Insurance
Forms 7 14

F
Correspondence tl 4 8 2 4

. Taking Dictation 4 8 3 6

Preparing Payroll ' 4 8

Billing . 3 6 '2 A

Copying (Xerox, etc.) * '3 6

Key Punching 3 6 1

Using Adding Machine '2 -4

Preparing Bank Deposits * 2 4 1

Calculating 2 4

Processing Punch' Carts 2 4

Everything--"Girl Friday" 2 4 1 2

Figuring Premiums for
Insurance Policies 2 4

-General Office Work 2 4

Filling Out Reports 2 4

Transcribing Fiom Machine 1 2 3 6

1 S
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,Filirii,typing, and bookkeeping were listed as tasks most frequently

perfcirmed on Current Other tasks mentioned by the girls were,isdu-'

ing checks, using IBM Camera, running proving machine, receiving money,

ordering, preparltg monthly statements, proofreading, checking up at end

of day, scanning orders, maintaining mall order files, performing lab work,

working cash register, and receiving orders:

The following responses were given by the VOE graduates to the,ques -

tion,,"Have you received a promotion.within tee past year?":

Response's Number Percent

411

Yes

No

Raise but
no promotion

No Responses

Total

27

13

1,

10

51

53

25

2

20

100

Twenty-seven, 'or 53 percent, of the graduates indicated that they had

received a promotion within the past year. Thirteen, or 25 percent, stated

that they had, not received a promotion within the past year. One graduate

had received a raise, but not a promotion.

Th tastes were asked to indicate it Itemfi of the questionnaire

the chin es t. used in their present obs. They were also asked to

state whether the machinea were used " frequently" or

"..*
..

response; were:

t.*

9

"sometimes". Their
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.

. . Sometimes
.

Extent Use
Machines Frequently Used Used Not In icated

Number Percent Number

Copying Machine
.

TypeWriter

Ten-Key Adding Machine
.

.

30

28

20

58 .

55 .

39

2

.

5

6'

Full-Key Adding Machine 8 11. 6

Electtonic Calculator
'without tape 6- 12 7

.Transcriber. I, 6 12 1

.Fluid Duplicator. 4 e 3

Rotary Calculator 3 6

Stencil Duplicator 3 6 1

Paling Caltulator ' 2 4 1

Electronic Calculator 41(

with tape 1 2 4

Percent Number" Perceht

. 4 1 1 ,2

Responses showed that the most frequently us

10 3 e t

12 4
,

12
%

-14

2

.6 1 2

8

1 2

machines were the

copying machined typewriter, and the 10-Key adding machine.

-in answer to the question, "Which machines Item 6 should not be

taught in VOE?", the graduates replied as folio s:

Machine, Should Not =e Tau ht
Number Percent

Rotary Calculator*. 9 18

Fluid Duplicator , 6 12

Stencil Duplicator 4 8

Full-Key Adding Machine. 2 4

, No Response 26 51

.Twenty-six graduates, or 51 percent,-..did not list a machine which

should not be taught. Probably they felt that all machines should be

,taught in a VOE program. However, only six wrote in that all of the

10 17



machines should be taught. The,rotary calculator and fluid duplicator were

the malbeies most.frequently mentioned as those that should not be taught.

When asked, "Which machines not listed in,Item 6 should be added to

VOE?", thirty-seveh, or 73 percent, of the graduates did not indicate any
0

machine. Three graduates, or 6 percent, wrote in Key Punch.

The skills and knowledges required and degree used by the graduates

on their present l*s were:

Frequently
Skills and. Knowledges Used

Sometimes
Used

Extent of Use ,
Not-Indicated

Number Percent Number Percent Number Percent

Filing 30

Mailing' 27

Telephone Techniques 27

Mathematics 25

C Receptionist Techniques 19

Business Letters 18

Businefis English 16

f

Bopkk4eping 11

I

CompoOng Letters 11

Banking 10

Taking .'ctation 9

TranScribing From Machine 3

,

e.

3

(
53

49

37

35

,31

22

. 22

20

18

6

4

4

6

7

8

8

11

6

2

6,

4

3

1

: 8

12

12

16

16

22.

-.124.

4

12

8

6

2

le

3

3

..§,

.5

4.

3

2

3

1

2

1

6

6

10

10

8

6

4

6

2

4

2
._ -

4

Filing,-mailing, telephone techniques, mathematics, receptionist

techniques, and business letters were the most frequently'used skills and

knowledges indicated by the graduates.

In response to the question, "Which skills and knowledges listed

(presently taught) should not be included in V 'bE instruction?", the

graduates responded as follows:

.



Responses Number Percent

Bookkeeping. -1 2

Filing 1 2

No Response 38 75

Only one graduate state6 that bookkeeping should not be taught and

one stated tha4filing shou
1
d1 not be, taught. No other skills and-knowl-.-
:1I

edges were mentioned. Thirty- eight, or 75 percent, did not write in
1,

,

skills and knowledges which sljould not be taught. Probably, they felti
that all the skills anorknow edges should be included in a VOE program.

In response to, "Which i7ills and knowledges should be added?", they

,responded:

Responses

No Response or Nothing
Written In

Nothing

Number Percent

40 . -78

3 6

Forty, or 78 percent, of the graduates did not indicate the need.for,

addition of other skill's and knowledges to the existing VOE program. Three

wrote in "Nothing," and the follbwing were mentioned only one time each:

k

Accuracy, how to meet the public, key punch and data processing, more Eng-
'

lish and spelling, patience, and use of the cash drawer.

Twenty-six, or 51 percent, of the graduates made suggestions for

improving the VOE program. Most frequently mentioned suggestions were

grEater stress on shorthand -and study more Business English.

When asked, "What advice do you'give to future VOE students ", approxi-

mately 50 perceqt of them replied that they would tell the futureVOE'..

classes to study, work hard, and take every advantage of the training

offered. Among admonitions frequently mentioned werb: Take all ,of

the business courses and VOE pospble, especially Business English,

12
1 9



and Shorthandcwork on developing shills to a high degree of proficiency;

and that accuracy in work is'important. Advice frequently..giv to future

graduates on the, job would be to get along well with people, r speot-su

pervision and authority, take the job seriously, and do your Yfest.

In answer to the. question, "What advice doyou give to.
,

teachers ? ", the most frequent replies of the graduatesweref

1. .Stress the importance of personality; business Lehav,
human relations, and respect for supervision and authority.

tura VOE

2. English, inclUding composing letters, is important.

3'. Students should take their classwork seriously.
,

4. The classroom should be.is "busipesslike4.and as much like
aftual office as possible.f:

A

.Employers' Responses )

c

The 42 employers were -asked ,to indicate tie number pf office employ-
i" -

ees in the firms where the graduatestpresently worked.- Their replies were:

Employees Nus6er Percent

--Fewer than 4_ 7 17

5-10 7' . 17

11 Or more 25 59

No Response 3 7"

Total 42 100

The data. showed that more than half the graduates. were employed by

firms with 11 or more office employees. Seven graduates, or 17 percent,

worked for arts using from 5 to 10 office employees; and seven, or 17

percent, were with firms who employed fewer than 4 office employees.

The emplOyers were asked to indicate the job titles of thegradu-

ated working for their firms. They responded as follows:

13

.0



General Job
Classification Specific Job Title Number Percent

Clerical: . Audit C ?erk 21 50
.

Clerk (2)*
Cashier or Clerk .

Clerk-Typist (3)
Mail.Clerk
Order Coding Clerk
Payroll Clerk
Production Clerk
Receptionist and Dental

Assistant (2)
Record Clerk
Special Clerk
Transcriber
Typist (4)
Typist and Accounts Receivable

Bookkeeper

Secretarial-
Stenographic. Bookkeeper-Secretary '12 29

Collection Secretary (2)
Operating and Bookkeeping

Secretary
1 Secretary (3)

Secretary I
Secretary I-S
Stenographer_I-S (2)
Stenographer, Assistant Bkkpr.,

Manager, an{ Accoun nt -

Data Processing: Data Entry Operator 3 7.

Data'Entry Specialist
Data Processing Specialist

Other: Claims Specialist 3 7

Reinstatement Specialist
Letter Writer

No Response:
ilk 3 :7,

Total 42 100

$

I

* Indicates the number of graduates with this specific job title.
,

I

Clerical and Secretarial-Stenographic job titles were those most

frequently specified by the employers.

Each employer or supervisor of the graduate was asked'to evaluate th

quality of the personality traits, knowledges, and skill's evidenced by

14

211



.

rating the trait, skill, or knowledge on a four-point rating scale. (1-Ex-

cellent, 2-Goad, 3 -Fair, 4-Poor)
4

The 42 employers gave a meazi rating to the personality traits of the

,graduates of 1.81; to personal appearance, 1.66; dnd to skills, 2.11. 'The

average mean rating for, all characteristics and skills as 1.90. Tables I,

-:\
_ 1 .

II, and III on pages 16, 17, and 18 show the number of nplayers who rated

the_ personality traits, personal appearance, and skills e%cellent, good,

fair, and poor.

In order to determine,the strengths and weaknessgS of the graduates,

the employers were asked to indicateyeaknesses%exhibited on the job, areas

in which they felt that the employee had been inadequately trained, and

areas in Which they felt that the training was adequate. fmomiLtur.itrinc'

dealing with people and a lack of interest and motivation were among the

weaknesses indicated. Areas mentioned in which the emploWrkindicated that

training was inadequate were again in the areas of self-motivation and

ti

attitude: However, there was no well defined pattern in these responses.

Areas in which several employers felt that the graduate hid received ade-

quate training included typtriting andgeneral;buSineas training.,

When asked, "What do you suggest in the way of edication and training

that will prepare future graduates for job responsibilities and promotions?",

the employers responded in no distinct:pattern. Some suggestions were

stress initiative and responsibility, emphasize the importance of taking

the job seriously, stress the importance of continuous learning, public

contact, courtesy, business etiquette, and poise.

When the employers were asked to check areas in which the graduates

should have had additional training, eleven, or 24 pertent, checked busi-

ness mathematics; seven, or 16 percent, checked bookkeeping; seven, or
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AO

-16 Percent, checked machine transcription; and seven, or 16 percent,

checkea,sh4rthand. Other areas also mentioned were bisiness English
--

and public relations.

Ad ce offered by the employers to"future VOE graduates was to de-
,

velop
,
a pleasing personality,, be able to get along with people, develop

a gOod attitude'toward work, 'and take work seriously.

the employers to future VO teachers included keep up

ever- changing office employee qualifications, keep up

in the business world, stress that the student .should

Advice offered

to date with the

to date with trends

apply herself to

the best of her ability, and assist.inrdeveloping in the graduate a pleas-
1

ing personality. AmOng other comments, were those indicating that more

research of this type should be helpful.
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CON ONS-

fr

t

After a careful examination of t e results, the following conclusions

were made:
I.

0

1. 'The Vocational' Office Education training received atSpringfield

High Schdol was currently being directly utilized by approximately

60 percent of the graduates.

02. :A majority of the graduates 'attending college were majoring in

fields related to their high school VOE training.

3. Generally, according to the VOi'graduatesaltd employers, educe-
0

tion and training for the specific tasks, skills, and knowledges

needed by the graduates on their jobs are presently incorporated

into the VOE programat Springfield. High School and their train -'

ing seems to be-'adequate.

to*4. More than half of the VOE graduateshad received a job promotion

. in the past year.

o
5. Most frequently used machines by the graduates were typewriters,

copying machines, and 10-key adding machines-. Most frequently

used skills and knowledges were filing, mailing, telephone tech-

niques, mathematiis, receptionist- techniques, and business letpers.

6. The graduates suggested that future*VOE students receive more

trainingin busineksEnilish;ahorthand, vocabulary; business

behavidt, and iuman relations.

7. _Employers rated the overall fob performance of the graduates as

very: flood.

8. More than half of- -the graduates we're employed by firms with 410

A

eleven or more officeemploye.ts.,

20
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9. Employers rated the graduates high on dependability, friendliness,
.

Courtesy, personal health, and personal grooming. They rated them

low on tactfulness, emotional security, industriousness, shorthand

ability, vocabulary, and business English.

10. Advice offered to futUre VOE teachers by the employers emphasized

keeping up-to-date on everchanging qualifications for office employ-

ment and trends in the buiiness world.

+4>
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1

RECOMMENDATIONS

After careful review of all compiled data, it was recommended that:

1. The Vocational Office Education program at Springfield High

School should-be continued.

2. Follow-up of the graduates should be conducted each year in

order to continuously evaluate and upgrade the prOgram. Cur

rently enrolled VOE students should participate in conducting

future follow-up studies.

3. The lines of communication with the business community and

former students which were established through this study

should be coutidued and expanded.

4. More emphasis should be placed on preparing VOE students for

employment interviews,

5. Students should be encouraged todelielop.shorthalid skill to

a higher degree of proficiency.

6. Instructional time prepently devoted to fluid duplicating

should be evaluated. Approximately a third of the graduates

felt that the fluid duplicator and the rotary calculator

should not be taught in AVOE program. (The rotary calculator

4.,4,:;":- '-

is not taught in the curren i VOE.program.)

7. The amount of teaching time devoted.to filing, mailing, telephone

techniques; and business letters should be increased,

8. VOE students should receive more training in. interpersonal

relations. No doubt, in the future, more graduates will be

employed by firms with an office team of ereved or more employees.

22
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9. The teachers of VOE at Springfield High School, should determinp.

_and utilize the most effective means of keeping up-to-date with

qualifications for office employment and trends in the business

world..

23
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(APPEN1DIX A)

SPRINGFIELD HIGH SCHOOL
JOE L. MORRIS. PRI IPAL

FIFTH AVENUE WEST
SPRINGFIELD, TENNESSEE 37172

We need your help. In order to meet the needs of present and future Voca-
tional Office Education students, we are conducting a survey of graduates
from our VOE program. We believe that the information you can give us
regarding your use or non -use on the Job of skills and knowledges empha-
sized in your VOE training in high school will be invaluable to us as we
consider changes to be made in our curriculum.

If we are teaching skills and knowledges which are not used on the Job by
our graduates, we wish to delete them from our curriculum. If we are fail-
ing to inclOe skills and knowledgis which you and future graduates need
on the Job, we want to add them.44,

Will you please fill out the en,clbsed questionnaire and return it in the self-
addressed, stamped envelope. If you have questions concerning this sur-
vey, call Mrs. Henry at 384-3655.

We know that you are interested in helping us to provide _the most mean-
ingful high school experiences for our students. We shall appreciate very
muchir interest and help in this survey.

dgw

Enclosure 25

Sincerely,

-Mrs,. Rossa Anne Henry
Project Director

L. Morris, Principal

e)I
W. H. Howse, Superint dent

C
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(APPENDIX B)

FOLL0*-UP STUDY OF VOCATIONAL OFFICE EDUCATION

SPRINGFIELD HIGH SCHOOL
SPRINGFIELD, TENNESSEE

Name
First. Maiden Last

Husband's Name

Address

Phone

Harried No

House No. Street City - State Zip.

Please indicate your present status by checking the appropriate item.

Attending sdbOol Major

Where attending school

Permanentl employed Temporarily employed

Seeking employment Not interested in employment

1. Did the basess and Vocational Office Education training you received
in high school adequately prepare you for yOur first job?

Yes ' No

2. Did your VOE training prepare you for your employment tests? Yes ...No

If not, please list suggestions for better preparing future graduates
for these tests.

3. Please check thp appropriate blanks to describe your employment tests.

5rminute siraight copy typewriting test

10minute straight copy typewriting test

Statistical copy (numbers)(

Roughdrift copy

Shorthand dictation at words a minute

Written clerical tests

Other (Describe)

Suggestions for improvement of VOE at Springfield High School:

1. Please list suggestions for improving the VOE program as you r it
at Springfield High School. Use the back of this form if additiQ
space is needed. (What should be eliminated, added, emphasized, etc,

2. What advice do you give to future VOE students?

.3. What advice do you give to future VOE teachers?

4. Other Comments:

26
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(APPENDIX C)

A few weeks ago we mailed you a questionnaire requesting information to
be used in planning our future VOE curriculuM. Since we have not heard
from you, we assume that the questionnaire was misplaced or that you have 6

not had time to complete and return it.

For your convenience, we are enclosing another estionnaire. We shall
appreciate your completing and returning it as s n as possible because
we feel that the inforMation you are able to gfye us is very important to
our future curriculum planning.

Thank you for your attention to this matter. Call me at 384-3695 if you
have questions.

ci

Enclosure

Sincerely,

Mrs. Rosa Anne Henry
Project Director

30
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(APPENDIX D)

We are in the process of conducting a follow-up study of our Vocational Office
Education graduates for the purpose of formulating recommendations to be con-
sidered in future curriculum planning. Our aim is to offer a curriculum which
will meet the vocational needs of our students and the employment needs of the
community.

tiwe are teaching skills, knowledges, and attitudes that are not utilized on
e job by our graduates, we wish to delete them from our program. If we are

failing to emphasize skills, knowledges, and attitudes that are needed, we
wish to add them. You, the employer of these graduates, can' provide us with
invaluable information regarding areas of weakness and deficiency in training.

We are asking you to participate in this study by completing a questionnaire
which deals with the performance of our graduates in your employ and with
your office employment needs. The information you give will be tabulated and
summarized, but no identity of employees or employers will be made.

Within a few days, you will receive the questionnaire in the mail or a member
of our follow-up staff will call on you to deliver it. We know that you are in-,
te;ested in,helptfig us provide the most meaningful experiences for our students.
Your interest and help will be very much appreciated.

Sincerely,

Mrs. Rosa Anne Henry
Project Director

o /7)&1Z142
oe L. Morris, Principal

dogw W. H. Howse, Superintendent
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(APPENDIX E)

STUDYFOLLOW-UP OF VOCATIONAL OFFICE EDUCATION GRADUATES
SPRINGFIELD HIGH SCHOOL
SPRINGFIELD, TENNESSEE

. EMPLOYMENT INFORMATION

Name_of to

Address of Gr,duate

Firm
,..4, Name' r Address

-----:'-'

Number of office employees at above address of firm (Please

Fewer -than 4-S 5 to 10 11 or more

.. ,

77--
Present job title of above graduate

check below)

Department Rated by
1 Name Tide

II. EVALUATION ;PERSONALITY TRAITS, SKILLS, AND KNOWLEDGE

glease rate the quality of the personality traits, knowledge, and
skills evidenced by the above graduate by circling 1 for excellent, 2
for gotta; 3 for fair, and 4 for poor. Example: If the trait is good,

- circle 103.4.

A. `PERSONALITY TRAITS

1 2 3 V.Us friendly, courteous', and considerate-of others.

1 2 3 4.bisplays tact and emotienalstability.

1 2 3 4 Is industrious; looks for things to learn and do.

1 24-Is dependable.

1 2 3 4.111 never tardy except for emergencies.-

,

1 2 3-'4,U never absent except for an UnavoidaIble emergency.

1 2) 4 Profits by suggestions and constructive criticism and

,changes work habits.

1 2 _"If Respebts supervision.

c

B. PERSONAL APPEARANCE
..

1 2 3 4 Is well groomed in appearance.
Z

1 2 3 ess is appropriate.

1 2 3 4 hair,- and make -up_ isclittractive.
:19
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.1 2 3 4 Appearsto be in good health.

1 2 3 4 Voice is pleasing.

1 2 3 4 Weight is normal (not excessively overweight or underweight).

C. SKILLS

1 2 3 4 Is accurate with work; seldom makes errors.

1 2 3 4 Typewriting ability.

1 2 3 4 Mathematical computations.

1 2 34 Spelling.

1 2 3 4 Punctuation.

1 2 3 4 Vocabulary.

1 2 3 4 Business Bhglish in general;

1 2 3 4 Bookkeeping knowledge and understandings.

1 2 3 4 Taking shAthand dictation.

1 2 3 4- Transcribing machine operatioa.

1 2 3 4 Operating adding machines and calculators.

1 2 3 4 Operating duplicating machines.

1 2 3 4 Telephone tecqhiques.

1 2 3 4. Verbal communication.

1 2 3 4 Filing.

D. 'STRENGTBS AND WEAENESSES

O

What weaknesses in performance are exhibited by the graduate?

. In what areas do you feelthat the employee has been adequately

educated and trained?

In what areas do you feel that the employee has been inadequately

educated and trained?
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In. SUGGESTIONS Fill FUTURE VOE PROGRAMS
. I, , .

What do you suggest in the way of education and training that will

'prepare future graduates for job responsibilities and promotion:

4.,

,... 4,

Should 'the graduate have had additional training in.the following?

,Shorthand Machine, transcription Bookkeeping

Business mathematics e ether

What advice do you offer to future VOE'graduates?

S

What advice do yOu offer to*.future VOE teachers?'

Other comments:

6

Is

I.

o
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